
'R~QV~S:r ~_UTHORITY 
TO DISPO~ RECORDS 

(See lnstructions 011 Rerers e ) 

TO: GENERAL SERVICES ADMINISTRA nON, 
NATIONAL ARCHIVES AND RECORDS SERVICE, WASHINGTON, D.C. 20408 

1. FROM (AGENCY OR ESTABLISHMENT) 
tn accordance with the prcvurcn s of 44 U.S.C. 33030 the dis-

De artment of Commerce posal request, Including amendments, IS approved except for 
Items that may be stomoed "disposal not approved" or "wIth·2. MAJOR SUBDIVISION drown" In column 10. 

National Bureau of Standards all Offices 
3. MINOR SUBDIVISION 

4. NAME OF PERSON WiTH WHOM TO CONFER TEL. EXT. 

Philip V. Proulx 21-3895 
6. CERTifiCATE OF AGENCY REPRESENTATIVE: 

I h,prA,by certify that I om cuthcrrz ed to oct for thu agency In matters permimnq to the dIsposal of the agency's records, thot the records proposed for disposal in thiS Request of 
~ poge{s) are not now needed for the business of thiS agency or will n.ot be needed after the retention periods specified. 

9-27-74 Records Management Officer 
(Date) (Title) 

9.7. 10.SAMPLE ORITEM NO. (With Inclusive Oates or Retention Periods) ACTION TAKENJOB NO. 

I N T·R 0 DUe T ION 

The National Bureau of Standards was estab-
lished on March 3, 1901, by "An Act to Estab-
lish the National Bureau of Standardsll (31
Stat. 1449). Extensive amendments were made 
in 1950 by passage of Public Law 81-619 (64
Sta. 371)~ in 1956 by Public Law 84-940 (70
Stat. 959; and in 1958 by Public Law 85-890 
(72 Stat. 1711). 

The work of the Bureau includes basic and 
applied research, development, engineering,
instrumentation, testing, evaluation, calibra-
tion services, and various consultation and 
information services. 

The results of the Bureau's work take the 
form of either equipment and devices or pub-
lished papers and reports. Reports are issued 
to the agency sponsoring a particular project
or program. Published papers appear either 
in the Bureau's own series of publications or 
in t18 journals of professional and scientific 
societies. 

The following instructions will apply only 
to those Bureau records which are not present-
ly covered by the General Records Schedule. 
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REQul:..ST FOR AUTHORITY TO ~ISPOSE OF RECORDS-ConHnuanon Sheet 

9.7. 8. C[SCHIPTION OF ITt:M	 10. 
-	 SA~'PLE OR 

v . _ ITDI NO. (WITH I~ClC'i!VE D ....T£5 Oil h£H~TlO:; PERIO;)S)	 ACTICN TAKENJOB NO. 

GENEPfI.LPECORDS •" - 1.	 Publications, Technical Papers, Letter Circular 
and Progress and Final Project Reports. One 
copy of each printed or processed publication,
scientific paper and project report of the' 
NBS will be considered the record copy, and 
will be kept in the Office of Techriical Publica 
tions. Permanent Records. Me vie .. Hi yA ars. 
after date ~f F8~8F~. 

2.	 Activity Reports. These are seldom maintained,
but those still in existence for previous years
as well as any future ones should be collected 
and arranged as a partial documentation of the 
Bureau's problems and accomplishments.
Permanent Records. ReuieN 15 years after aat8-

-'iF F81?e>;@ot-

3.	 Administrative Issuances. These records 
include the Administrative Manual, forms 
developed by divisions, organizational charts 
of Bureau and units thereunder, directives and 
instructions issued to the staff pertaining to 
administrative and technical matters •. Cur-
~ently, M&O is charged with the maintenance 
of the Administrative Manual. ~eQ"~ llii.yeii>;s
.f,fp__~ gate Qf ~Ml;licd Lion l~iliS Fe li8Zf. f'1:/fll'lJflll'l'vj r-

-4 c	 Manuscripts. .~ISlbSE' of 
a.	 Unpublished. bf 1) 13 years from date of 

manuscript.a!

GJ	 
7 • 

Published. 

1.	 Used to support conclusions. Dispose
10 years after puhlication. 

2.	 All others. Dispose 2 years after 
publication. 

SOITe manuscripts are not published due to in-
completen~ss of or controversy over the data 
reported therein or due to lack of approval.

.I _ • Norrrally, a manuscript is disposable shortly af er 
publication, but those manuscripts having
technological 6ata that are excluded from final 
publication are retained for a period sufficien 
to answer all inquiries and substantiate theconclusions. 

---- -- ~- ------ -- ----------------~--. -~---~----.--- ----- . -- ---
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REQUEST 'FO~ l~UTr'r&Y TO DISPOSE OF RECORDS-aU~u~tio~ -Shcet 

9.8. OE~CR!PTlO:1 0;: ITU1 10.7. SA','?LE OR
ITHI no, (WITH !IICLUS!'.E DATES OR RnE:mCH PERl00S) JOB NO. ACTION TAKCN 

/tI,,-?,e ,."A,
B'ib lLo-j raph i es and Reprints./1 Dispose when 
superseded or obsolete. 

Reprints of technical articles and bliblio-
graphies of technical source information are 
accumulated throughout the Bureau, normally
for reference purposes. The reprints are 
not filed accordinq to any specific cataloaing
or subjective system, but together with the 
blibliographies comprise one of the best 
sources of technical data, or index to where th(~
data are available, relating to the technical 
activities of the Bureau. The files are of 
further use in pr0viding information to other 
Government agencies, firms, and individuals as 
part of the Bureau's advisory service. 

6. Test Fee Schedule Records. 
tJ,jl',j e, 

a. Schedules. KggJ:'!l 15 years from date, ~ 
POTTio;;. 

Fee computation shgets. Dispose when 
superseded by new fee computation sheet. 

All other papers. Dispose when 1 year old. 

In accordance with specific legislation, the
 
Federal Government is reimbursed for tests and
 
calibrations which the Bureau undertakes for
 
other than Bureau activities. Test fee
 
schedules for the work pe rforrned for the public

are pu b Iished in the Federal ReoLster. Test
 
fee computation s'hoe t.s are of value as Lorio as
 
the fee comDuted thereon re~ains in effect. Al
 
other pap2rs pertaining to the revision of fees
 
are disposahle shortly after the revisions are
 
effected.
 

7. Conaressional Investiqative Files. 
!f'ii)@I -!!'J end iCV±~th "'blflllll/Y~~ 

These files maintained by the !vlanac:ementand
 
Organization Division and other organizational

uni ts re late to the Ln ve s tiqations of the NBS
 
by Congressional Ccmmittees to detelmine
 
whether appropriat~d funds and resources are
 

'properly utilized in accordance with the intent
 
/ of Cc rioress ,
 

---- ---... ---- ------------- ----------_._---- -
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7.	 (WITH IHCL.~SI','EDATES OR REiE:mOH PERIODS) S'~'~~L~gR ACTIONTAKEt{ . ITEM NO. 

----------------------------_·_-------------------------1 
8.	 Negatives and Photographs. Prints and slides 

are developed to meet the needs of the scientifi2 and 
2dministrative staff. Included are photographic
reproductions of instruments, apparatus, tests, 
test specimens, portraits of senior Bureau of-
ficials, and illustrations for publications,
technical papers and exhibitions. Negatives 2re 
in the custody of the Visual Arts Section of 
the Office of Information Activities. Photo-
graphic prints and Slides' are normally ma.int ai.ned 
in operating units throughout the Bureau. 

a. Photographic negatives deemed. by responsible 
officials to be -of sufficient research, legal
or historical value as to warrant permanent
retention....... - ",.. r,


--=..L	 '- '- ~.~ 

H@ld:170 and pos.Hde @l:ispc:!I81. 'f'1\~~"W"'. 
~ Negatives deemed by responsible officials 
~ be of short-term value may be disposed 10 
yeors dfter date.of negative. 

c. Photos and slides maintained by the Office 
of Information Activities as an important comple
ment to the historical documentation of the 
Bureau's research and technical programs and 
accomplishments. This collection is considered 
to be of enduring value to the Bureau in meeting
the needs of the Government, the scientific 
community, writers and publishers, and the publi • 

tain permanently. TT -!. • .~ ,,, - • -:;, , 

o i!!l rod Gvery 25 yo ars
• (ReLet.ed captions, inde es d registers will 21so be re~ained.)

Photos and slides j n the custody of tec1mica 
and 3dministrative divisions may be disposed of,
if, in the judgment of responsible officials,lthey are of insufficient value to warrant furthe 

j retention. Dispose when technical and administr!3.-
tive needs have been satisfied"...,~ ",->,..... -.:.. 

~~~~ 

.- -

-- -----_._-------------------------------------- ----~------:....----------

http:ReLet.ed
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1. 8. DE~-CRI?TiC'-j OF ITOI	 9. . 10. 
(WITH It.CU':51\E D.\T[S OR R[Tf.:1TI0~ PERI:}DS)	 S'~~~L~cr.R ACTIO:l T"KEN.!Tel11D. I--,-------

Records of the Director of NBS 
, . 

9(a	 The Director's records are filed according to
 
subject matter and are retained as a documenta-
tion of the decisions, policies, procedures and
 
program activities of the Bureau.
 

1.	 Director's P@£:'36i!ui Files. Non-current
 
records are retained at NBS for a period

extending to 5 years after the Director
 
leaves the Bureau. The records are then
 
offered to' the National Archives for
 
permanent retention.
 

Director's Office Files. Non-current re-
cords are retained at NBS for a period of 
10 years. Those record;:;10 ~ears or 
older will then be .;@#:~!:15E!h. to the,tY'at,o 

9(b	 These records are of equal value to the Office
 
Files of the Director and should be handled
 
in the same manner. f'f::.!fhlltN6N'T,'
 

Records of the Associate Directors 

g(c	 These records are received and prepared in orde
 
to assist the Director in the planning, coordin
 
tion, program management Bnd appraisal of the
 
Bure3u's operations in all aspects of the .de-
velopment program and administrative management

activities.
 

Non-current records of the Associate D~rectors
 
are retained at NBS for a period of 10 years.

Those records 10 years or older will then be
 
transferred to the Federal Records Center at
 
5 year intervals. p61f AI/t IV cN'r; 
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REQUEST FOR l\UTHORITY TO DISPOSE OF RECORDS- nti~uation' Sheet 

9. 10.8. O[5C"IP1IO:J OF ITEM 7.	 SflV,PLE OR ACTION TAKEN (,'iITH INcLt':Jrii: D1\1£5 C~ RETE:H10N PERIODS)~-TE:,I NO.	 roe NO. 

_.-------
Records of the Institute Directors- . 

10.	 These records are maintained by individual in-
stitutes and pertain to the technical work of
 
the Bureau.
 

a.	 General Subject Files. Non-current re-
cords are retained at NBS for a period of 
5 years. Those records 5 years or older 
will then be transferred to the Federal 
Records Center on a yearly basis, and 
reviewed for po ssLb Le disposal, at 5 year 
intervals. PI:/fAJIt/fl'1;.N'f. . 

b.	 Covered elsewhere in this schedule and 
evaluated on their own merits are reports,
procedures, publications, test folders,
manuscripts and research and development
records. 

c.	 Subsidiary organizational units maintain 
files which are partially duplicated
throuahout NBS. These include corres-
ponde~ce,. ref'erence and work papers; and 
associated materials relating to the pro-
gram or administrative responsibility
assigned to the unit, and as a class are 
disposable after the routine procedural
administrative and research purposes are 
served. 

------------------------------_.--_.------_._--_-:.-----------.-

.----"--.-~-.----~---~'---~--.--
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9_8 D[SCRIPiIO:1 OF ITE'"	 10.7.	 

IsA ..~rLE OR C,\'ITH I~CLUSIVE Q;TES Oq I,ETE:HI0;J PERI.JDS)	 ACTIC'I T.\KGIIT01 NO.	 J03 r.o,---:---,-------
11.	 Bureau's Internal Ectucational Activity Records. 

~~ ing-'i.~q,.	 material.EduJition<:-l Course 
, t:1~6--years", • )f~Hl~!lip! 5. 

The Bureau operates a graduate school in order 
to improve and provide educational opportunities
for members of its staff. The Bureau also 
maintains pertinent records on training and 
education taken '')yBureau employees off-site 
under the Government Employees Training Act 
(Non-Government and-Government). These re-
cords are kept subject to GAO audit, approximat
ly 6 years. 

120	 Correspondence files of a general or administra-
tive nature, exclusive of papers containing
technical data. Destroy in 2·years.
These are maintained in the organizational unit 
and contain selected copies of correspondence
and related papers retained for their value in 
preparing replies to inqnirers. 

13.	 Day Files. Dispose when 2 years old. 

These consist of correspondence prepared by
various	 organizational units. 

~"''''Yt' c.~.J.General	 Reference Files. /1Dispose when super-
seded or obsolete. 

These are maintained by individuals and offices 
and include copies of correspondence, issuances 
publications, catalogs and other papers. They
pertain to the assigned administrative an9 
technical duties and interests of the individua 
or unit. record copies of_"'-ny correspondence
interfiled are not evaluated in this item but 
are to be removed and handled in accordance 
with appropriate items in this schedule. 

Project Labor and Cost Distribution Records. 
I Dispose wne n 4- years old. 
I T1?csc.,in:~ude reporting copies of Time ar:d.Cost 

Dl~trlDuLlon Report Forms, personnel actlvlty
rcports, work orders, log books, conies 0f: con-
tractual service project docum~nts, ·etc. used I 

.to" determine production costs of projects toI I 
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7. 

- _. --	 -- - ----- ----

be paid for bY'sponsoring agencies and related 
activities. The cost data are reflected in the 
general ledger accounts being retained for a 
longer period. 

'~lassified Document Receipts. Dispose after 2 
! ynars.

IThese consti t.ute the record of the persons who 
have	 had custody of the classified document. 

Test	 Fee Records in Administrative Offices. 

a.	 Shipping copy. Break file annually and dis-
pose 1 year later. 

b.	 Test fee record copy. Dispose when 10 years
old. 

c.	 Numerical file copy. Dispose after test fee 
record copy returned to Office of Measure-
ment Services~ ?J~~-;" 

Id.	 Alphabetical file copy. Dispose when 3 
old. 

I This multiple form originates in the Office of 
iMeasuremen~ Services. The Government and public
,tests folders are prepared and routed to the 
,technical divisions where all comparisons,
I calibrations, tests or investigations are per-
Iformc:d on a fee basis according to a schedule 
iapproved by the Director. The copy in the 
iTechnical Divisions is covered in Item 28 and 
!is eV2luated on its o\m merit. All other· 
!copies are used for administrative purposes.
I 
IInte5-~ivi~ion Work Orders. Dispose 5 yearsI afteCf"o!d:r!..i~ cO.upiE Led or cOli@@11 orJ 

!Although their purpose is normally served after
ithe	 order has been completed, the record is re-
: + ai ne d for a longer period should there be need 
to duplicate the order. 

I jThcse work orders normally originate in the 
:teclmical uni ~s re~';1e~t~ng services pe rforme d by 1
I anoj~h'2rtechn i caL o i v i Sr on , Hm·;ever,. the y are 
I~lso uS2d by al~.d~v~sions requesting service 

____________~r2D"l_ C1~~!..I2l?~C)rt_ol	 _v i sr.on, 
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REQUEST FOR AU~'IIRITY TO DISPOSE OF RECORDS~ontinUation Sheet 

9.
7. 8. C[~C,,!,'T10il OF ITLM 10.

SA~'\PLE OR 
ITC.I no. (WITH INCLUSI\ E D \TE5 OR RLTL:' rlr:·;t PERIOl)S) ACTION TAKC:IJOB NO, I~---------- ' 

Cash Transmittal Records (other than accountable
 
officer1s copyY. Dispose when 1 year old.
 

The Mail and Distribution Section prepares a
 
record of cash received for publications and
 
test fees. For Publications, the money is sent
 
to Accounting Division along with'the trans-
IImittal nnd then the Publications section gets

two copies of the transmittal. For test fees,


Ithe money, the transmittal and order are sent
 
to the Office of Measurement services.
 

General Technoloaical Records
 
20. Test Folders. 

Under statutory authority, the National Bureau 0
 

Standards is authorized to undertake the test-
ing, calibration and certification of standards
 
and standard measuring apparatus when the need
 
may aris~ in the operations of Government
 
aqencies (Federal agencies, State Government and
 
the District of Columbia), scientific institu-
tions and industrial enterprises. A specific

fee for service is charged the purchaser to
 
compensate the Government for its expense.
 

One of the records resulting from this service 
is the Test Folder. A typical folder shows the
 

I following data on its face: the test nU~)2r,

Jname of requestor, brief description of item
 
I submitted (instrument, device, mechanism,

I standard, or material) and the nurnlxar: of the
 
I division and section performing the service.
 
! The contents of a typical folder are: the
 
:purchase order and shipping instructions, a copy

I of the certificate and/or report showing speci-
I fication limits, calibration factors and related
 

correspondence. No fiscal documents are filed 
in the test folder. The completed test folders 
are maintained in 2 groups: Government and Public, 
~y the Office of Measurement Services. Each 

:group is arranged numerically by assigned test
 
! number.
i~ :rest folders deemed by the cre et Lnq secti<?nI' nave short-term value may be Qlsposed of In 
Ja~uary of the fourth year after the year in 
whlch the test was completed. I ' I! ' i 

I 

10--.:»)1::')-1 oro 
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REQUEST F~R-' l1UT~ITY TO DISPOSE ~F RECORDS-Col {i'nuauo;" Sheet' 

a. CC;CRIi'TlON of ITEM	 
9. 10.7. SM~PlF. OR 

(r'.'ITH	 INCU';SlVE DATES OR RElENTIO:~ PERIODS) ACTION T,\KENITEM NO.	 JOB NO. 

______- ----------,------------:-------------1------ ------
~ Test folder~ deemed by creating section to 
~ve long-term value w i Ll. be sent to the Records
 
Management Office for storuge, and may be dis-
posed of in January of the twcn·ty-first year
 
after the year in which the test is completed.
 

c) Test folaers deemed by the creating section
 
or the National Archives to have exceptional

value because of the highly significant nature
 
of +.he test or techn~'ilue. ved, or uniqueness
;Lllvol

of the item, will h~~ {,fYJtrsf~f~ to the National
 
Archi ves and Records Service. """IC£C .. he, "ill J.g
 
!'!'ct:6iFl:gd Fgrl"ReFl:@lFl:1ely. PI::IfAJI'JA'i;,fVT.
 

Included will be the following test folder~: 
1. those that show the development of new 
and significant testing techniques. 

2. those that relate to new and significant
arts and materials. 

3. those that were the subject of con-
gre;;sional investigation or came under in-
tensive public scrutiny. 

4. those that result in court decisions or 
legislative actions affecting the functions 
and activities of the Bureau. 

5. those relating to basic national weights
and measures. 

~ Dv plLc at.e copies of certificates and reports
~ntaincd by the issuing sections for reference
 
purposes May be disposed of at the discretion of
 
the section chief.
 

IJ,J~,,:'IIj f. .. 
21 • Laborat0at1 Test No t.cbook s or Equivalent .n . 

.....ACflO 1;1<12daLe J'lJ aCQg in stora.ge? yeCJ.rsll"i-O)l;1

(a	 These are laboratory test not.ebooks or the
 
equivalent in which the scientists note their
 
observations and findings of their tests, re-
search projects, investigations and development

activities pro~ress. The findings, analyses ond
 
conclusions are p2rtially reported in publicatiors,

scientific journals, reports and tests, and
 
calibration certificCJ.tes (Items 1 and 20).


(hlNotebooks containing routine or fragmentary in-

I f o rrne t i.on should be disposed 1 year after
 

• __ rela.ted Dro;ect Droiects.----~	 __~ ._~.I i:e!:'min2t:ion~ of the 1.-:... _~ .... or ~	 _'__ 

http:stora.ge
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9.8 DESCF.l?TlC~ OF ITE ...	 to.7. SA~·'PLE OR

ITEM NO. (V/ITH r~fClt':~IYE D.\1[5 OR RElGljfG:i PERIODS)	 ACTIO:-i T,'KEIiJOB NO. I ---------- ._------------------_ ..--- -- --_.- ---------'-

.,. 
22.	 Bati.::.ery Records. flJoffer 3dS']l sf lib~fi!i8Additive. to the	 National Archives for permanent re- ~ 

tention. ffr) ~~	 ~ A.~.."......~-...J,,...hqr~""1.~~ ~	 •• 

Tl1ese files include correspondence, reports,

foreign information, press clippings, magazine

articles, resu~es of Senate hearinqs, reports,

test dota, and related papers documenting

battery additives since 1924.
 

23.	 Technical Stondards Coordinatoras Specification

File. Retain 1 record copy for 15 yearsl~

:i!!O€vic,~ .. ~~. 

Copies of selected specifications have been
 
accumulated from other Government aqerici e s ,
 
underwriter's labs and foreign countries. Superr

seded and obsolete copies of the specifications

are held as a historical record to compare

against current methods. These records are
 
usually of contin;ing use to the Bureau in
 
performance of its activities in the field of
 
commodity testing and standardization in its
 
consultation and advisory services.
 

24.	 Standards and Specifications D2velopment Files. 
-Reb~tih for 15 yed! s uud F"E; Ph' fJt;"~"'.N'e:~ 

These records, including correspondence, tests,

reports and related papers pertain to the
 
development of standards and specs. and are
 
retained as a documentation of their develop-
ment. They include matter relatjng to electri-
city, optics and ~etrology, heat and power,

atomic and radiation physics, chemistry, b~ild-
ing technology, electronics, radio propogation,

applied mathematics, basi~ instrumentation,

weights and 'measures and materials used as
 
standard samples,
 

IStandards and Specifications published by Non-
Governro8nt Laboratories (exclusive of Technical
 
Standards Coordin<:,tor's Specification File).

Dispose .\\TIlen or o-r~ "'~IA&,..
superseded obsolete 

C~'~foples soant ~d·~dt an ·r. lons b -0 aros speclrlca t' are pu
I lished by Arr.e Standards Association,
the	 r i can 

___ .__	 Lab~::~-t:.0rie~~_ ~_ocie~y . ._I~' U_T_n~er~"r_~_~_~~. th~__",.i1Ie_~~~an
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DI~:JPOSEOF RECORDS-Continuotion Sheet 

8. CE",,=f'.!?TiON OF IT[~ 7. 
(WiTli Iscl!.!!:lv£ DAT[5 OR RET(NTIO~ P[PIODS)·nLMNO. 

for Testing Materials, foreign research labs 
and similar organizations. Though the Bureau 
coope~ates in testing and fo~mulating such 
st2ndards as building and snfety codes and 
materi~ls specificalions, many of the standards 
are dctually released by non-government labs. 
Copies of standards ~nd specifications are of 
major importance to the staff in performing its 
resedrch nnd test activities and assisting
in amending the codes ,and specifications. 

26. Apparatus Research and Development Records. 
f' l::1f'"." ItN'E: N'T; 

These include drawings, specifications, system

design, development and construction data and
 
related papers describing the development of
 
machines and npparatus produced and improved

in the expansion and opening of new fields by

sci0.nce and industry.
 

T~st, Research, and Development Records (except
as noted elsewhere in +h i s schedule). Dispose
2 years after the essential data have heen in--
corporated in reports, publ i.cat.Lon s, technical 
papers and the establishment of codes <'ind 
standards. 

These files are maintained in t.he various techni 
cal divisions and offices as part of their offic·al 
records and by individual scientists and techni-
cal staff as "person?l" research and work papers.
(~10ugh the more iffiportantfindings are re-
ported or published periodically or upon com-
pletion of the project, the records accumulated 
ond created ·contain data that may not have been 
published as they are not important findings,
but are considered of indefinite use and are 
preserved for long periods at the discretion of 
the scientist concerned.) 

The records exist 2S separate entities relating
to a specific assiQl1ncnt or filed together with 
other p<'ipersas teclm ical subj ect and reference 
files, including basi~~ork papers relating to 
the individuals or the unit's field of endeavor,
i.e., copies of certificates and rep')rts,

.duplic2te and official copies of memoranda and 
'-- -- -- ------------- ---- --- - --------~-----------------------
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9.B. C[~-.cHIi'T10~1 OF I1E'~7. SAMPLE OR 
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corrcspond~nce, records of committees and con-
f erencc s , blueprints, lab notebooks or cqui va-
lent, charts, draw ino s , photos, reprints,
a.pplicd math computations, project material,

Ipurch2.se orders, manuscript, tabulations and 
background de t a accurnu Lated in the performance!tests, cali orations, pn)j ects and investigations
and e s t.abli.shmcn t; of standards, codes, specs,
cquipm( nt development and related matters. 

Records for the most part documenting the com-
pleted action pertaining to these records are 
described and evaluated on their own merits 
elsewhere in this schedule (Items I, 20, 21, 
24, 25 and 34). 

280	 Test Fee Records in Technical Divisions ~pink
copy or equivalent). 

a) Index to test folder. 
aWllil:,ii: rsq)TTi 0; l: 

/bP Administrative test controls. Dispose when 
~ ..J years old. 

These records consist of the pink copy of the 
test fee form disclosing test numb2r, 112me of 
purchaser, date of receipt and dispatch, action,
determination, fee charge and related info. The 
copy used as an index to the test folders (Item
20) is the finding media and is retained for a 
longer period, whereas those copies used as an 
administrative control lose their value in'a few 

I~ea}rs~ 1 S ,. t F'] ( 1 d i f f i 1!eC1nlCa uDJec l.es exc u lng or-lclalproject files, Item 30). Dispose 10 years after 
!date. 

These files correspondence, ..contain \:ork papers, 
catalogs, publications, committee papers and 
research, investigative and test documents, and 

,related pape rs pertaining to the technical,
'advisory and n t; vi ties of t~he Burea dc ve Loprae <:octi
iIncluded are the technical subject files of 
employees no longer with the Bureau. 

http:Ipurch2.se


L 
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H£QU~·~3T'FOR fiUTI-IerTY TO DISPOSE OF RECORDS __ ~t~I~uali~n Shcot 

9.8. DE':O-;:PfJO:1 OF ITEM 10. 
SA'·\PU: ORlWlfH I:-ICU;sr;E C,~T[~ crt RlLE~Tl(:i P£hICDS) i\cTIO~1 TAKEN• n[M NO. JOB xo. 

P';fJ.~~ "Vhf" (Jle/.
~ 30 Project Files. -Rc tall! fat' 15 years,,~d rOF; OWol 

These files include all technical papers, cor-
respondence and related matters accumulated inI the technical divisions pertaining to specificCtl_y 

I Juthorized projects sponsored by other Govern-
I w,;nt arjencies or by Bureau funds for fundamental 
1:('~;C.ir ch arid technical acti vi ties in physics,
rnat.h , stry and engineering, whether filedc11E~mi. b 
project code number or otherwise. Mnny of these 
proj ocLrs continue year after year. Though pro-
ject findings and conclusions are reported in 
Bureau publications, scientific papers, and 
reports to sponsoring agencies, some of the basi 
data and documents supporting the findings and 
conclusions are only obtainable in the actual 
project file. These files are retained for a 
long period for possible reactivation of termina ed 
projects and use in supporting the conclusions. 

Test Dut;} posted to Laboratory Test Books or
 
eqnivulcnt ••.• otapes. Dispose when 2 years old.
 

These lose their value shortly after the data
 
are posted.
 

Test apparatus Instructions and Drawings.

Dispose 3 years after equipment is removed from
 
a.gency control.
 

Instructions and drawings disclosing enginpcring

data, circuits, components, formulas, ~21ibra-
tion of equipment data, and related 'in.s t.. uctions
 
pres~ribi_ng operation of 2pparatus in use in -the
 
l~bs, arc retained ~s long as the equi~~ent or
 

lapparatus is un~er the Bureau's control, and 
3 ycars to allow for any need that may arise. 

I Tc~chnological Investig~i ve CQrrespondence Fi 1es 
(Dat a Forms). Dispose..,J-:'er 5 years.&J lei. 
Inquiries are sent to many sources and the data 

land corresp0ndence are maintained by the 
/technical division doing the research. 

-- --_. -.------ - --- --- - - ----------------- -----------------------

http:1:('~;C.ir
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7. S';~~PLE OR 
(1','1711 rliCLL'SI'."E oxrrs CI1 RET[~TlO~ P[RlODS) ACTION TAKENJOB NO. ITDI NO. 

----- .-- - ----

The Central Radio Propagation Laboratory formerl 
was the centralizing agency for propagation
predictions and studies in the field of radio 
comrnuni cat.Lon s , The data accumulated was ut Ll Lz.ed 
f or the better understanding of those factors 
affp.cling radto communications through theoretic I 
frame~ork acquired from the interpretation and 
eva Iuation of the resul ts of the expe r i.mcrrt aL 
projects. 

However, over the years, the functions of this 
Laboratory were distributed to the World Data 
Center, NOAA, and various divisions in NBS. 

For purposes of this Schedule, two items 
formerly included as Radio Propagation Lab 
Records are retained. 

These are Items: 45 and 48, now being changed to
 
Items 34 and 35.
 

Field Station Subject File. Close file when 10 
yo ars old and dispose 5 years later. 

This file relates to the activities and problems
of field stations and includes correspondence,
reports, and relatcd papers. The records are 
retained for a sufftcient period for all possibl·
needs that may arise. 

~l-:;t1.surement Recpr;<is. J A..tI.Standards Crl:@!Sl@ fj

JU-pr ) 0 --& -Is'S ~1 a ~isDos~"years ~L r ()~
• 1 ~ iii -L '- • ,. , 

These are working files relating to the re-
search and d~velopment of methods of measurement 
for determining the constant and power factor of 
materials and equipment. 

I
--~-- --------~.-
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36.
 

8 Dr:',- 'iPflC~; OF ITE\! 
(V;lnt r~,CLU.:!.E [.\T:..S en RLit:.~flC~~ PL::'1CCS) 

------ - - ----------------1 

Construction and Safety Codes of State and 
Local Governments and Related S1...udies.RetClin 
15 YCJrs and review periodically.~~-~~~.,~ 

These files contain copies of State and Local 
govC~lnrncn t; construction and safety codes and 
["(-;IJtedstud tc s t.het; have not be'en published. 
They document the relationship of the local 
codes to the establishment of recommended 
building codes. 

The Building Code is an example of the kind of
 
project where the Gederal Government in coopera-
tion with the American Standards Assn, American
 
Society for Testing Materials, National Safety

Council, National Fire Protection Assn.,

Federal Safety Council and Federal Fire Council,

plus others, must provide guidance to assure a
 
reasonable degree of safety from hazards created
 
by thoughtlessness.
 

Thousands of mun i ci pa 1 ordinances state andI 

county codes credte the pattern for building
codes. These codes largely 10c3.1. in char-act,erI I 

show considerab 1e lack of 1.111 'if o rrn.i. Over at.y , 
period of years, the ver i.e+ i on s in code rcqu i re--
me n+ s have b.:;enreduced considerably, a pr:occss
in wh i.c h technical Ln f or-mat.Lon avai Lab le from 
NBS hGs played an essential part. 

The Loc a L codes are of continuing use in the 
Ide~~lopment of building safety requirements. 

:Building and Housing Studi.es of + he Fon.,er Divi-
ISion of Bui.lding and Hou sino , o¥l:c~ai11 l~ yUdIS-,'lild rcgi O'eT l.af iad i.uIll, • I'blf~"'A/l:-.N'T. 

These are record copies of studies of the pre-
IdecessorI to the current Center for Building
ITech~ol?g~ and document th~ ?c~ivities,.fj~dings
land aecl~lons of the old DlVlSlon of BUlldlng
2nd Houslng. 

9. 10. 
S";','PLE OR i.CIION TAKEN.ros ria. 

...._-------

http:Studi.es


·..,,----
o( __ p:;;"~ 

----------------------------_.-
9.B. D[~{:r;If' IIO~, OF 1,;:;\	 10.7. SA'.'?! £ ORC.vITH JHCLU::I','E DATLS OR Rt..iL'tT!C~ P;:i\18DS)	 ACTION TAKENlTD' NO. .ioa NO. 

-----.---- --- - ---- ------

Elevator Inter-Lock and Buffer Test Records.37.	 . - ,<!I~ Offer to Nl\RS for
 
perm;-ment retention(6)If NARS refuses them,.
 ...... ~.# 

H;wiOlT for p@l@laib1a 5l:g!9is;r1!li!l'eiQPl"~	 I'\j...~.lL.f44:..(,oIIUr,#,#~L,.,IoC.,.4_-""',~~.,,-"'
These records are considered the legal slandard
 
for elevator inler-locks and buffers, and in-
clude reports of tests, illustrations, blue-
prints and performance charts. Local govcrn-
mon t s use these standards' when seeking redress
 
in court against a manufacturer who has Ln st aLj e d
 
inferior elevator equipment supposed to meet the
 
local code standards as well as the requiremcmts

of the American Safety Code. Certification of
 
the equipment may have reen made by NBS or the
 
Underwriter's Labs.
 

38.	 Fire Exting~Sher Test Records: J;i:eLain fer 10
 
!ITO at 3." "'f1te 9bffer to NA.R.Sfor permanent re-
tention./f!ii-jf NARS refuses them, =~ 
~ossjJglo dOlStrllgt;i.Q];lu ~<6	 ~. . 
This file contains drawings, blueprints and 
related papers used to obtain data on construct-
ion features of fire extinguishers. It is used 
jn evaluating the behavior of equipment and 
materials purchased by the various government
agencies (including the U. S. Coast Guard).
The records are used to comp~re fire extin~Dishc s 
and materia] s purchased inst pr'ovionsly 2.p-:,:CCi

proved 0lder i.iode Is ce 1. i vered by che manu£; (~ture.
 
in order to .s scor t ai n t~hat i~he ~3tr.ndnrdstJT0 met
 

39.	 lEateri2ls Dehavior in Re ect i.on to Fires. ~)Offer 

(jJ~c~~~~~~~.
~fThiJ file contains test and research data on •
 

characteristics of materials consumed by fire.
 
These d2ta do not 2ge as material reaction to
 
fire doesn't change. These records are of
 
continuing use in fire hazard studies to pre-

,vent	 Cind reduce losses resulting from accidental 
fires. 

-----'----._------ ----_._--------------------------------- ---'-_._-------. 
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TeXRs City, Texas~ Disaster Investiaative File. 
"~C.r-.~t/~·J{I.7	 . - d£A ,"1-Offer ;:my Qoll~ 6:±i: rgs;;;gri!l@f!r"'3:c:;toNARS. r....,''''',...~ ...v , 

'i'heBur'eau ossi stod o t.l ie r Government agencies in 
uetennining the cause of the arnmon i a=n i.trate 

,explosion on a ship in the harbor of Texas City,
'TleX2S. Reports are retained as doc urnenta LLon 
of the investigation. The basic data and in-
vestigdtive material has been retained by -Lhe 
Nationdl Research Council. 

Elevator Test Records. Dispose when equipment 1.
 
removed from buildjng.
 

These records relate to elevator inspection in 
specific Government buildings. They include 
copies of certificates, film showing dction 
re~dings of tests, approval documents and re-
laced correspondence which are retained for the 
life of the equipment. 

l\pp)j.~9-_}1u.l:hl;ll1(lt~):csRe,c9£d:?. 

Applied Mathematics Punch Cards, Tabulations 
and	 Paper and 11agnetic Tapes. 

a.	 Final result cards, tabulations and tapes: 

1) Record desired by sponsor. Transfer to
 
sponsor upon COMpletion of project.


2) Record not desired by sponsor. Dispose

1. year af ter cor.rp Lct i on of report.
 

3) Rf.:;(~orr3sr1Zllhtcibles, codes and com-of
 
P21.-.101el--:a1_ccial.Dispose whe n supersede

by now re sult s .
 

h.	 Suhsidi~ry or preliminary cards, tabulations 
and t2pCS. Dispose when project is terminat·d. 

These machine records are compiled in collabora-
tion with NBS staff on computational problems
,arising in Bureau scientific and ad~inistrative 
loperations or in undertaking research problems 0 

iappli~d math of intere;t t~ other Gove:-nment . 
accnC1CS. - :e: c" -	 - ----. 

;-~~ 5~'1d cvico,ul.O:;;•..I~ .- .....,,--

l
I • ._ . ..__ _. .. _ _ _.	 ._. __ ._.__ . _ 

http:Page_.L2
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~auge Records
 

; c.c. P'<t't;tI., J 
43.	 ~)cr-ewThr-ead Survey. All J."lal12I ~related to this
 

should be offer-ed to the National Archives for
 
po rrnc ncn t r-etention.
 

The survey was under-taken in 1932 to measure an 
I e suLma t.c d 7 ,000 bolts and nuts and obtain
 
mo asu rcmorrts of +hr o ade in order to establish
 
standards which we re issued by the American
 
Standards Association. Summary reports are ., .......
 
retained as documentation of the survey. All
 
other papers will be fully exploited as they

are now over 40 years old.
 

44.	 National Screw Thread Commission Records.
 
Permanent. Offervto National Archives.
 a c.c. ... ~ t:, ... > 

The Commission was originally established by

Congress in 1918 to stu0y and establish standard
 
for screw thr-eads, under the technical guidance

of NBS. It was termina~ed in 1933 by Executive
 
Order 6166. The rocord.s include o:cders,

minutes of rseo t Lno s, correspondence, digest of
 
congressional hearings, technical data, blue-
prints and related papers. In addition to
 
the orders and minutes, four reports decu~enting

the activities and determinations of the Com-
mission we re published by the Bureau and are
 
retained.
 

Currently, activities connected with the
 
stand~r-rlizalion of screw thre~ds are carried on
 
~aticn~lly, by the A~ericdn National Standards :
 
Institute, and on a broader scale to ensure com-
~ati:)ilitYI by the International Org. for Standards. 

~lectronic Computer Records 

Electronic Computers Operation Log. Data 
Autornation Pr oq r arn Reoor ds , Of~or te!:l!J,:9 ;:-O~
 

.pc·F+l-:-,I;12ot reit91f't:i QR. ~)9FQ H9is e'ecfll'!'1!:2 So "@y
 
~,;;:. ~fer~	 to Patent Office;~ 

The infor!'1dtionposted to the logs relates to
 
oper2tional and enqineering matters noted by

oper-c.:torsduring the compilation of a data for
 
a specific. project and used to obtain cost data
 

and to determine operating efficiency.
----------------,-------------- - ------- -- - _. -- --------'------------ ------ --
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47.
 

-~ 

---- ---	 .. 

Scientific Publication Records

Editorial Record (NBS 114, Manuscript ·Approval

Form) and related papers. This record is
 
generated within a division and accompanies the
 
m.anu.s c r i.pt; on its approval route to the Edi toria
 
Review Board. This documentation of manuscript

.rppr-ovuI (or di sappr ova L) , maintained by the
 
Office of Technical Publications, may be dis-
posed of after it has been microfilmed for
 
administrative purposes, or after 5 years,

whichever is sooner.
 

Technical Reports Development Subject 

a.	 Policy Implication correspondence.
~flfII 15 years taM .., Qui!!!::. 

b.	 Processed Material. Dispose 1 year after 
essential data are published. 

c.	 All OLher Mdleri~l. DL:3pose when 2 yo ar-s 
old. 

This file maintained by the Office of Technical
 
Publications, for the most part contains pro-
cessed material developed both internally and
 
externally and utilized in the preparation of
 
technical reports. The correspondence re La+e s
 
to public re La+ Lon acti vi ties. Except for some
 
correspondence authorizing the use of the NBS
 
name or data and complaints, the correspondence

is of little use after the period indicated.
 

Manuscript Control Card. Dispose of individual
 
car d \~'11C:n pt is published.
r:v::l!uscrj

lThia file j.s a control record of the manuscript
[rom the ti~e received in the Office of 
'I'oc hnic aL Publications, noting exi torial r-evi ew 
approval and publication. 

jCcrtification File. Di.spose when 5 years old. 

The Bure2U is called on by firrrs and individuals
 
to certify 2S to the 2uthenticity of technical
·data re le2scd by the Bureau and needed for legal

use.


I- ----- ._._-- ... _. - --_. ----	 _.' L.. _
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De n t aL Film Loan and S<l.leFile. Dispose whe n 
2 years old. 

This file includes correspondence, shipping
orders and fiscal documents pertaining to the 
loan and sale of dental film through the Office 
of Technical Publications. 

51. Library Accession Book. ~~5 years a~V, 
~ \T j. 01 tv; 

. ';"-'../"'!7~ . 

Ledgers are maintained noting the accession of
 
all books purchased, with related d~ta'ai to
 
authorization, voucher number,' date received,
 
cost, when removed and other informal ion.
 

Library Overdue Notice (Ch~rge Card). Dispose

when 2 years old.
 

TI1ese card records are used as a control over
 
books loaned.
 

Pr oo rarn R: v iew Board Fi l(.;s - -'----- ---- -. - - - -
Project Case Files. Dispose 10 years after
 
termination of project.
 

The Board reviews the current and proposed
scientific and technical programs of 1:he 
Bureau. It assists the Director to coordinate 
Bureau prograrns ny conducting systelclc:tic
analyses of the operational plons i'1l1d 'islj-.ac cornp.l
me n+ s of t.he scientific divisions. Proj ects 
are t:1G basic program of t.he 3ureau, undertaken 
by the tP""w'jca I divisions upon t.he 2pproval of 
U1e Director, wh i ch are ei ther sponsoced by
other gov2rn~i2nt aqenci es or by Bu.ceau funds 
for fund2~~ntal research and technical 
ao t i vi t.Lc s in math, sty , etc.physics, cherrri

This file includes statement of objective,

justification, pl2n of work, cost estimate,
 
progress evaluation reports, etc.
 

O~~ ..~ _J 
54 . Proposed Project File. IiL~PiIi; 10 years 0/,«, 

<Blz:Miil .......
 

This file contains copies of correspond~nce and 

related data p-a rt.ai.ni nq to proposed projects
_.- - .•. _. - - _._. - - ------ ----'----- ----'---_._-

.- "~-,~,- '-;:.: -~~----r"7" 
"~~ 
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--1------1 ------. 

re f errcd to the Director for r-ev iew 
by interested t.o chn i.ca l divisions. 
possible for the proposal never to 
ject. 

Board	 Members' Files. Dispose when 

.md common i s 
It is 

become a pro-

3 year:..;old. 

These are copies of papers which are maintai.ned 
by bo"cd members. All pertinent papers re L':' ing
+o a spec i f t c proj ect are in the case file '-'-.d 
further documented by records covered in Items 
1, 21, 26 and 27. 

--.?atent Records 

56.	 Lowell-Dunmore Patent Case and Policy Files. 
Permanent Records. Offer to ;\TationalArchives.

S""".:tu. '''sThe file was developed by the Buro au and ~ ••-r-"I' 
~J~~ts in 
T~partwant
practices
action in 
tiono 

part the investigative records of the 
of Justice on Governm~nt patent

and	 policies i:hat supported the Lo qa L 
U. So	 vs. Dubilier Condenser Corpora-

570	 NBS Co~nittee on Patents Records. 

a.	 Minutes of I'vieetings. .R-e~6il"t 2.l~ Y@H:!'l @n8: 
-e-gUi'iiiH f9. a1 1 P2tO;)M~ Ftccord!h 1'6!P;tJhh'CNT. 

b.	 All other papers. Dispose whc n 5 years old 

'i'he	 minutes of t.ho Commi ttee rr.oet i nq s are a 
rl.ocunentation of the t coe I s actionsCOIT,mi and 
decisions. All other papers of importance are 
oUDlicated in the individual case folders 
(Item	 58) 2nd are being retained for a sufficien 
period to provide for legal needs. 

Patent Records. Dispose When 20 years old or 
20 years after patent approved, whichever is 
later. 

The files maintained in the Patent Advisor1s 
office and in the technical divisions include 
records of P;ltCl,tappl ications, pe nd i.nq, a Ll owe d 
and abandoned. invention disclosures and their 

/disposition, all patents issued; assignments and 
__ .	 _cll'ld p.:: 1..,.0 t_ec:!SorrE:~onoe nc:~ and pc.pe rs . .11. CJ:~.n5.~S; __ ------'----------
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Records in the Patent Advi.sor's Office are Jet
 
up to provide for a uniform patent policy as
 
provided by Executive Order 10096 as implemented

lin 37.CFR 300, and orders of the Government
 
IPal:(~ntBoard and the Deparlrnent of Commerce.
 

IThe records in the technical di vis ions include
 
the work papers and laboratory rio+cbook s of
 
.ind Lvidual employees (showing de vo lopment of
 
ideas and equipment) that can be used as evidencE
 
in the event of controversy.
 

Under current legislation, the life expectancy

of a patent is 17 years. The records are re-
tained for that length of time to cover the
 
statute of limitations and an additional 3 years
 
should any o+he r possible need arise.
 

J~l~Ipatlonal Relation Records 

Foreign Scientific Trainee, GU9St Worker, VisitOl
 
Icase Files. Dispose 5 Y2ars after case is
 
closed.
 

These include correspondence, personnel and 
fiscal data, reports and related papers. 

Foreign Scientific Visitors', Trainee~,! and
 
Guest Worker Subject Files. Dispose ~J~r 8
 
'Iyears .lfJIJ.
 
I~~se subject files relate to the 8ure~uts foreicn 

i' - T' ' .1 .I . f' and . ~rogr2~s. (101:11.; .en r r nqISClcn-l-lc tralnee ri3.ix::rs
.the program are in the cus+ody of the sponsoring
I"i<:;icncy.

\'leio~1ts and !'-i2asuresRecords 

isitation R~~;:~- Dispose u;~eceiPt of new 
repoFt~or .19~;;lBj 'ilH l!in"Pl ii : UH ... ~ '7~ dtJ,l~,...~

~l' epr cae nt a+ i ves of the Of fice of v-leights and
 
Neasures visit State 2nd Local Government weioht~
 
;6nd r. ..2,:.suresoffices c:nd fill out quc st i orma i.res
 
ire<] of~ ices' educ3ti<:m
2.rdi~g.the dCf'lir.:st;-ation,.
land tralnlng of lT1spectors, laD and fleld equlp-
~cntr special problems, legislative and relatea
 
,information. This is then used to assist offices
--=------
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National Conference Program Records, except
 
Annual Report and Bulletin. Di s pose when 2~.
 
yeclrs old.
 

This offi.ce plans for and coordinates the Annuul
 
National Conference on Heights and Measures.
 
Th~ p<1pers 2ccumulated in planning for the
 
aqo nd a arc d i spo sab.Le but the Annua L Report and
 
Bulletin pub Lfs he d by the Bure au are retained
 
(Item 1). 

Copies of Sl.ate Laws and Regulations on Weights
 
and Measures. Dispose when superseded or ob-
solete.VL«t BhJ~oelile; rcwi'ePtf com:!, :EiL;i~ ,eeL.,.,.


~"-~e(,,d . 
Questionnaires are sent out yearly to all State 
weights and measures offices requesting a curren •. 
copy of their legislative .rut.ho.rLties. These ""'~lre~/~/,
"Silliillijr~1iare used in assisting manufacturers who 
desire to lrnde in t.he states and are interested 
in the legal r eq ui.r-omon t.s before uridor t ak i nq +he acti vi i:y. 
The Le qi.s l a+Lon is also used Ln as s i s t.Lnq the 
State offices +o abide by their legislative re-
quirements. 

Investigative files on use of Seals and Lab2ls.
 
Dispose when findings are reported to National
 
Conference. on Weights. and Me2sures. ;Hi Gilj • . ..1...
 
e'VCIIl, r@olCCQ CVCE, fl'r9 y~Bl.~. o-r~
 'f"~,.,
~..4-~ .. 
The file includes cor~espondence, rsports and
 
r-eLa te d papc~rs po r t a i ni nq to use of seals and
 
1c'i1-Y?lsin St2t:e w(;i(]hts and rr.eesur e s activities.
 
'{he f i nd i nq s c~re re por-t ed to the National Corif e r-erioe
 

T' • ", d 1\' s: t" -.r:: t . L.on ...elgnt.:s an .,C.lsures r or: ne i r' .inr or-rr.a aon end
 
are doc1..ldlonted in +he Report of the National
 

jCOnfercncce.
 

ICoinmoct i.ty Subject File. Dispose when superseded
 
or obsolete ~ ~p"i p~T ,.., -

~~~ ~-:;,..~ .1 ~ 1:-

This file conta{ns general reference material,
 
With some correspondence, utilized in answering
 
telephone inquiries in the gerwral 2rca of
/ 
measurements. All calls concerning general
 

,me2sure;nent matters that are r e ce i.ve d by phor-e
 
lare normally r ou t.ed +o +he Office of Neights

" (l1d i'~casurcs by the telephone operators, unless 

,0 L t1E;c,'.'ise r crjuos ted by the inquirer.
1- ---------_ .. - .-. 
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9.
8. D[cC,ii'T1C'j OF ITE!~	 10.7. S,\~'I'LE OR 

ITI:.!<IllO. (',','liB I:~CLL'S;'iE D."TES GR REiCnle( PERICDS)	 JOG NO. ACTIOtI TAKEN 

------ --- . .'-(q)- Mun1..lfactur~~-~correspondence File .- Dispose
when 2 years old. 

'Ml~S file contains correspondence with manufQctu ers 
of wo i qht; arid measurement equipment and their 
related brochures. If any of the papers have 
continuing informational use, they are transferr d 
to t.he Commodity Subj ect file. 

Weights and Measures Specification File: 

a.	 Correspondence. Dispose when 1 year old. 

b.	 Specifications. Dispose when equipment is
 
no longer in use.
 
S yC) Ztn~.l. 

This fi.le includes specifications, photos of
 
c~q1..lipIT:ent, related pertaining
and correspondence
:.0 Lesti ng (~quipment used by +he States. 1n-
qu i ri.os are received ask iriq info as to t.he 
rocrits of medsuring devices. The Office of 
Hc;ights 2nd Heasures 2dvises the iny'llireras to 
equf.prnerrcspe cLfi.oot.Lons of various rn,,-nuf;~cturer$
but will not give an opinion as to their merits;
inste2d it advises what State utilizes specific
devices. 

IState and Local Offices Calibration of Standards
 
IFile. Dispose when 10 years old.
 

IThe Office of K::;ighi:s=nd t';C23uresin its pro-
motion of efficiency 2~ong the local weights dnd
 
me33ures juriEciictions advises them of require-
Imc nt s of their local laws and regulations that
 

'·theyrney not be av.'areof. The file includes
 
Icorre~:;pondcnceand related papers wh i ch are
 
·muintained alphabetically by State. Excerpts

from the local Laws are quoted to the local offi es 
and they are advises that they may call upon the 
Bureau for 2ny assistance they may require in 
rectification or adherence to their legislative
requirements. 

. - -_._ .. - .. -_ .. _--- -_ .....• _----- -.- --_.- .. - ..... _.__ .. 
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Records of t.he Standing Crnnmitt.ee on Specifica-
~ions dnd Tolerdnces of the National Cunference
 
jOf ~!o~ght.s dr:d Hea"ures. Dispose 2 yc ar s aft~r .
JfPosltlve ac+ Lon completed. ~ ~li'Lc'FH'!tt-, tr'1g @" 

J 1 Ts' }-il 5 ilO? l~@ • 

~ rr.cmbc r of the Office of Weights -and Me(}sures 
lis the secretary of the Committee. The Bureau 
I~ublishes t.he Speci ficaU_ons" tolerances and 

egulations for Commercial ~J;reighing Devices whi cr
 
re developed from the problems acted on by the
 
onunittee. Amendments r.l.re published yearly and
 

a new book is published about every 5 years.r J' l' J 1 _T"'>. • r - ,"'"rl -'700 TrdlnJ.ng Iv acerla. • ~ ~ .Y'- - .-.:i~-J:::'::;;;;::ll e 'WloiLlPl'3"O S :::t::~ai~po 0 at .~~ ~ .-'.I~"~ tJF~~~ ... "¥ ..... 
The Bureau prepares and issues training material 
of ~ssist~nce to the State 2nd Local offices 
adrn.i n l s leri.ng weights and measures programs. 

Records Pertaining to the Plans and 
Specifi~.ations of Pl1ys.i~r.l._!_Fa.~_i)J.t:.i_e~ 

Record Copies of Blueprints and Sketches of 
II,Buildings. Dispose when building is no longer 
,in custody of NBS. J;};) 7~y COUlL, Levie,; Bo@FY110 , e H :or. . 

~he Bureau designs: ~anages, and controls the
 
ibuildings under its jurisdiction. A record
 
.copy of all bu i Iding pLoDS w i,t.h ,,-ny subsequent
 
~odific.}tions is r c c oi.nc d by ))\1ilding nUl.1JPr 2S
 
Ilong as UK~ building is in cu s t ody of t.ho Bureau
 

fuilrling Construction Files (except those ?ortiOjS
Icovercd by provisions of the GRS). Dispose 10
 
years c.3.ft:cr t.c r rrri n a t i.on of proj ect. ~Hi'el"_
 
~~eG~ filps ~ver, lQ ¥~~r~. 

rrhese,re~ords relate to alteration and ~onsLruct;on
 
ef bu i Ldi nq s by contract b2t\ ..~cen +ho 'bui Ldor' 2.nd~
 
,DoC The files .inc Lucics e nq inc e r i r.q I drafting0 I 

:plann~ng, estima~iI.'g space end .in s po c t Lon peperJ 

I~elat.].ng to I?rellITtlndry pl an s , specs and c s t i rna+e s
 
Fevelop~d prlor to the 2ward as ~ell as copies 01
 
Ithe corit.r ecc , ch aric e s in plans, t.r ac i.no s , extra _
 

___. J:o~.~ ~OCU!~:~_~~~and ~el~~e~ __~~p.e_rs _~~~_,~~~_~espo~Q9~~~-:.----- ..._. 

http:I~elat.].ng
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Except for correspondence relating to t.he
 
contracts and reasons for extra costs, the p<lper

covered by the GRS are disposable a few years

after completion of the project.
 

Record copies of the contract and fiscal docu-
ments arc raai.nt ai ned by the appropriate uni +s ,
 
The remainder of the Gase file is retained for
° 

a longer period should any defects or non-
compliance to contract be uncovered. 

Building Construction Subject Files. Dispose 5 
years after project is terminated ...Reoie;; 

These files relate to the construction of Bureau
 
buildings in the f i.eLd , and include charts,
 
est.Lrnat.e s , specifications modifications and
I 

related corrvspondence. The file is partially

dup lLc at.cd in 1:he Lu.i.Ldi nq case file (item 72)
 
and is retained for a period sufficient for the
 
administrative needs of the Bureau.
 

-·8 ~~~:er~~~~y=~~;~~~~!:~~ev~~;~~~~~~~year

Readings are made of the tE~rature in various 
Ib"Jildings for the purpose of determining whether
 
thore is a justificatio'n for t.l ie installation
 
if AC. Within one year, the installation is
I,either approved or disapproved and the charts 
'Iareof no further value. 

jyP~~'.\.ec~ ~~ i~t~na~~~ ,_ : ~ ~_i:s~~~~ .. r"oPl1dont LO~ __ w~e~~ :~_C"~1'-"- .. ~U ~ •• :z ~'~"~I -~.--, ....... ,'-'-.1 ~
 1'·'~-·-"· 

IThese are daily logs maintained by the power

'plant showin~ readings of the various meters and
 
Isteam pressure gauges. 'Their purpose is served
 
I~nd they have no further use after the readings

!have reen posted.
 

http:jyP~~'.\.ec
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Commitlee Records 

.- 76. urc3u Sponsored and Bureau Associated Technical 
Committee and Conference Files.

l. Files of the Secretary. Transfer to the 
~Juccccding Secretary. ~@ 0 i~-" eo er} 10 ys T@ 

~@l e3@@rtain 1T1ot@~1aJ:er @ll': !tee eli] 6Y ~ll lfIilty 

@e ",Uapeaeble. I'cIfAlItHf;-A/T, 
Files of the Chairman. Dispose when appoint-
ment is terminated. 

Files of Defunct Committee, nxcept those of 
the Secretary. Dispose 2 years after 
inacti vated. 

Files of Members. Dispose 2 years after 
specification or standard is published. 

In conformance with the NBS activity to develop
Lmd improve riew scientific technological prcce sse.s , 
~aterials, standards and ~odes, the Bureau 
designates ccr+a.i.nmembers of the s+ aff to become 
Fembers of technical committees arid commissions 
or national and international scope "chat Lhey 
~ponsor or co-sponsor. In each case, the filcs 
pf the Secretary (exclusive of itr:m 69) contain 
ithe files documenting the committeesl activities;
~he files of other rnembe'rsare disposable after 
tthe period indicated. In those instances where 
t11e chairman of cornrrri or subcommitteea t t.e e 
bperatf;s in the dual function as secretary theI 

kecords will be considered as records of the 
~ecretc'1xv. 

~'i lo~ C:f". Techni~al Co-nrrrit te.e s not Sponsored by 
or af f i L'ia+ed w i t.h NBS. Da spo se when 5 years 
~Jld. <3112 Ct{611Y:, Fc"\zieeo ceeLY 5 ye8t&=i ~J. 

(These records relate to papers of commi ttees 
havi_ng no direct bearing on the acti vi ties of 
ithe Bureau. They are ret.ai ne d J.ong enough to 
·satisfy the reference needs of the staff. 

-

---------~...,..,..., --
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9.8. DESCr.IPflC.',	 CF In:" 10. 
S,\~'fLE OR ~ ITEM NO. (V,'lrH fHCLLS!'.E DAT:S GR f\£.TL·tTlu'~ FCBIO;)S)	 ACTION TAKENJOB 1,0. 

1. 

i1iD -,-:'"rnncnt Standards commH-tce Records. excluding
\.:;J ltho:38of the Secretary. Dispose 5 yo ars after 

r"3i:<:ndard established. (rlOlt eLY eOG!ll!; regjpHis 
w. LPf	 r; J I!!l i!! l? 1!!1 • ) 

!rhese records include the committee records 
rccumulated in the development of standard 
;overnmnnt purchase specifications for the 
:::oordin3tinqagency, GSA, Fed. Supply Service and 
Jredecessor agencies (the Federal Specification
30ard and the Federal Coordinating Service).
ccords of the Secretary are retained under Item 
6 a. 

F'l ~~lYIS	 .. 179.	 Committee Card 1 e. ~g ~1n r~.} ~ne orlglna
.;)cti.v~copy of the Directory t~ 15 years dll .f'-SFor reference purposes, retain for 15 years the 
"Directory of Committee Memberships of the NBS 
Staff on Engin(';ering Standards Committees, I. 
published by the Office of Engineering and 
Tnformation Procc~sing. 

. GO.	 IStanding Admi.n i str at.L ve Committee I s Records • 

la. Reports and minutes of meetings. jt;ll!!ltein Ee!!!ioo 

~d ,.ems @-L~ 1 euil!!l:ra ,e'f::-A""/9;vf;""",,r. 

b All other papers. pispose w11cn 5 years old. 
~ l1Y ·C......l1i:' l:-g"'T~@~iJ e!c __ty :3 'y,-c1L.s........


l
F.dministrative. committees are established by the 

IDj.rector to assist and advise him in discharge of 
is administrative responsibilities. Included ar~ 

the Shnpsc Facilities,t-:r::ch2nical Library,
Editorial, Educational, etc. co~mittccs.) 

'Roco rds of emp l oyees· rewards arc covered in th2 
IGRS; those pe rt ai.ning to Board of U. S . Civil 
Service Examiners are records of the Civilj,service Comrission and not covered herein. The 

Irecords of the Progr2m Review Board and the 
ICommittee on Patents are covered in Items 53 
and 57. 

- _._---- ..... - ---_. __ ._._--_._---
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I 9.
8. CL,oCRIPTIO~l OF ITE\1 10.
 
SA"\PLE OR ACTION Tt\i<EN7. (WITH 1:'ClCS:'.E D~.7ES OR RETE:ITi:::; P[i'IO;») ron NO. 

o· IT£:.\ NO. ____________ ---- ·---1-------

.,1'8'f)
\::./' 

fir 

l:.~rs_~lJi11 tya~PI1Y~~C::21=-S~cllri

Employee Security Case File and Securi ty Personn 1 
Record Card, i\SD-47 .€:I)Breakinactive employee
case files every year 2nd dispose one year luter 
Bceak card file every 10 years 2nd dispose 10 

Iyears later. 

Secucily clearance is obtained through the 
Director, Office of Investigations and Security
of the Department of Commerce. The case file 
contains copies of papers attesting to the 
security clearance of Bureau employees as well a 
research associates and guest workers. The 
Bureau's file includes papers that may not be in 
the Department security file, such as papers
from sponsoring military agencies which have 
cleared Bureau employees to work on clasqified
projects. Case files and card records of 
employees leaving the Bureau are maintained in 
an inactive file. 

Iceru.fication of v i si ts. Dispose when 2 years 0 d. 

These files include t.e Lo phon 'ic no+o s , c or r-csporid nce, 
memoranda, and registers c(::rti.cyinqv isi ts of 
IBure2u employees to so cu ri l=y2n:;,3.S outside of" the Department and for visi tors t.o be adrn.i tted
Ito securitv areas within the Bure~u. The in-
Ifor~ation is of use in determining what persons
,were eu+hor i zed to be adm i.tted to the area in 
ruestion. _ 

Key Rec0iDt Records. Dispose of individual 
I -"t.., ~ 1.' • d L(a.cd w"e:n hey lS 2ccoun-ce Lor. 

~hts is a c~rd record of accountability of keys
,to e:rCi1Sw i t.h i n the Bureau. The file is 
~naintained by the name of employee and by room 
bumber. ~fuen a key is charged to an individual 
~mp10yee, he signs a receipt which is then filedFY his name. Upon return of the key, the re-
ceipt is returned and the room card record is 
"oes t royo a . 
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9. 10.e CC:CRJPTlO:1 0;:- ITE'·'7. SA\\J'LE OR
(Vr'lrH ISClt..':iJI.£ C.-'.TLS os R~;;::lfjC~ P£~j8uS) ACTION TAKEN 

lid·! :,0. JOB xo, 

Per~onal ~nd Physical -Security Subject Files. 
Di spose ~l 0 ye ars .0/'. 
These are the subject files containinq corrcs-
IPond~nce, memoranda, reports, forms and related 
~apcrs pertaining to personal and physical
securi t.y mat: ers. The more impor tant records 
.ir c ova Luace d on Lheir own meri ts (items 81 and! 
82) • 

kecurity Violation Reports. Dispose when 3 year
 
bId.
 

Ceports are made to the Security Officer ildvi.sin
 
'Ofviola tions of Department ;3ecurity regul .i+Lon s ,
 

i.e., leaving security area or safes unlocked.
/The record is of short time use as the jndividua

esignated to maintain security in the violated
 

area is contacted by phone when area or c;afe is
 
found unlocked. This is then followed up by a
 

orno from t.he Security Officer r (covered in
 
Tt.ern 84).
 

PI)(~ci?lAuthorization to Admit Employees to 
Se our i,ty Areas. Dispose at exp i rat i on of period
:cov~red by authorizat:ion. M."l eln¥ ur~nJ-:. J ne!! .-i.e\". 

rhis file consisfs of m2ffior2nda from the Securit 
O~~icer authorizing personnel to be admitted to 
~ecurity areas. The presence of persons in 

r~)~rity areas is registered by the guards, (Item 

,i sts of Persons Authorized to be Adllit:ted +o
 
~
Securi ty lucas and those having cornbi nat Lon s to
 
isafes. Dispose when superseded.
 

iFour copies of lists are prepared for personnel

authorized to be admitted to security areas and
 
those having the combinations to safes. All
 
copies nre disposable when superseded by a curreJ t
 
list. 

-- ~-----------------~~----------------- ----------~-----.----
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Guards' Clock Charts. Dispose when 1 year old. 

Th0se are machine charts that record the time
 
thiJ.tthe guard making the round of his stations
 
inserted the key into the clock.
 

~~ 
890 Post AssignIT:ents Form ASD-40. ~f8r
 

I.t;;i.~;.p.;.~~~f)yedrs ~i!l@~.
~ 

This is a record of guards on and off duty, for
 
each watch, pistol and radio assignments, and
 
other pertinent information.
 

Log	 Books and Registers. 

ao	 Central guard office master logs. Dispose
when 2 years old. 

bo	 Register of employees' admitted after work-
tng hours. Dispose when 2 years old. 

~lcse logs and registers note ndmes of guards

on duty, special Lnst.ruc t i on s , me ssaqe s for
 
guard coming on duty, repor t.s of accick;nt.s, pro-
p~cty passes collected and reports of le121~d
 
yuard duties. The logs are retained long enough
 
to satisfy all administrative and security neGds
 

Accident Records and Related rpports. Dispose
6 years after Case js closed. 

These records relate to motor vehicle and other
 
accidents on or off Bureau grounds, and reldtGd
IItort claims. The files are retained long


;enough to satisfy the administrative and legal

IneGCis.
 

Ci vi 1 Defense 'wardens card records. (Not
active at this time, but cards assigningIlindivi~uals dO,exist.). DispO~B of individual
 

Icard wne n nt; .is t.e na+e d ,
 eppo Lnt.me rrrti
IThese cards show name and station of the Civil 
Dc f c n.s c w.rr dc n s , 

------'------------- --._---- ------------ ----------_ .. 
It)--MH:.!S-l ......0 
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7. 
lTE'·lliO. 

93. 

94.
 

8. DES-CHIPTlO:-l OF ITE '" 
(WITH Ir,CLL':IVE OJITES ca RLTE~flCH Pt:RI")DS) 

-------------------------------------------

9. 
SA\'PLE OR 

JOB NO. 

-------

10. 
ACTION TAKEN 

-------
Report of Lost P~operty (NDS 20). 
'"l.ft2'P' one year ~ 

This form is used to show article(s) lost,
date, o'.vner,etc p, and action taken by the 
guard. It is retained only long enough to 
satisfy administrative needs. (This form is 
also used when property is found.) 

Dispose Q4fis,,~ rY9'..lEmergency Request for Leave. 
1 ye ar .,;eJ, 

......", 

This is an internal form showing person
requesting emergency leave, who made the 
request and the reason. It is retained long
enough to satisfy administrative needs. 

----------------------------------------------------~------~--------
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9. to.a. G[~{:K:rTlCtl CF ITE'~ S.~llrLE OR ACTIO:i TAKEN(Wlfli Ir,cLe:l'd: DATCS CR RliE'lTlON PL:RiO~S)	 JOg NO. 7. \ 
1. i. 'I ";O~ _. _	 .- - .. -- - -- -----

BU~E1,!\RY RECORDS 

95.	 The activities of the NationRI Bureau of Standar s
 
are f i ric.n ced from t.hree sources: from appro-
priations provided by the Congress; from payment

by other ~gencies for specific research and
 
deve loprront; tasks; and from payments by in-
dustrial concerns, universities, research in-
stitutions ~nd qovernment agencies for specific

calibration or testing services.
 

In carrying out its budgetary functions, the
 
Bureau creates or compiles, nn a continuing

basis, the following sert, s of records:
 

a. Correspondence files showing Bureau policy

and procedures governing budget administration,

and reflecting policy decisions affecting ex-
pendi tures for Bureau programs. Re-t~ fJI:IfAlIt.",,"A;.,.-
pe J....... ~I-.d:~2 1.-1. t:: :.t; 1lCi't,t.":; aol?@-li2' QJl1M} ZI e YSi}
... ,~~~,	 i2 ]-. 

{\~ 
Z 

b. Official file copies of budget estimates
 
prepared or consolidated at the Bureau, com-
prising appropriation lcnguage sheets, n2rrative
 
statements and related schedules and data.
 
ji;l,e~€'tili r>enllencnLlj, 1.@I\iOvPJ?; l!c~ie:: e#eJ1£) ;as~~. ~ ~;J." ~rrIJ. 
c CorresDondcnce files of the Budaet Section 

.L ....	 -' 

Inot othe rw i s:e covered in this .s c'hodu Le , as
 
jwell as copies of Item (2) in vari ou s offices
 
:and d i v id i on s in +he Bureau. Destroy 1 year

lafter the ~lose of the fiscal year covered by

I~e bl1daet0
 

fii) T;iorkpapers, cost st.at.crre andnts rough data
 
,accUl!1ulatedin preparation of annual budget _
 
~stimates, i~cluding duplicates of papers des-
cribed in Item (b). Dispose 3 years after the
 

ose of the fiscal year covered by the Budget. 

Apportionment and reapportionment schedules,
oposing quarterly obligations under each
 

~uthorizGd 2ppropriation. Dispose 2 years after
 
~he close of the fiscal year involved.
 

------- --.------

mailto:1.@I\iOvPJ
mailto:1lCi't,t.":;aol?@-li2
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7. 
IlrM NO. 

8 CJCi11?iiCl CF Ir[~~ 
(WITH f~i':!C':,.:: DATr 5 CR ~ l. 1i..;1 Il ....>l PI-PIGOS) 

V. i\p!:Jro pri at.i.on . fOld?"CS ('(?ot21ining a compl.cte 
cOlll-r"ctllClI and f i n an oi aI lllstory of each re-
::3c;"n:h pr.o j e c t; sponsored by ano Lhe r Government 
3(jl'11<'y. D,':3troy 12 years '_lfter the fiscal year 
in whi ch Iho project HdS closed. 

9. 
SA'.',,'lE OR 

JO!l r-o, 
\G. 

ACTIO:I 1.\(,' ~ 

~ Pro j oc t; f oLdc r s [or e ach sponsored resc,n:ch 
~jeet, Tncludes the project authorization 
rio+Leo ;In(.1 occasionally the project order and 
rel..l1.cd correspondence. Destroy 7 years after 
the fLscCll year in which the project H<1Sclosed. 

Periodic reports on t.ho 
apportionments. 

status of .ippr opriat ion 

1. 

2. 

End of f Ls c a L year report. 
after the close of the fiscal 
by t.he report. 

All ot.her reports. Dispose 
the close of the fiscClI year 
+he report. 

D'iapo so 4 yea)' s 
year covere 

2 y(~ar:s after 
covered by 

"-. 
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9. 10.7	 \' . 8. DCCRIPTlC''l OF I rel.l SA'·\PLE	 OR ,\eTION	 TAKeN. 1'1- NO. (WITH '~,:lL'~h'E DAlES OR RE..I[:dIC:~ rrriocs)	 JOB NO. 

96. ( Supp1y_~~ vi sion - Property !v1anagement 

Computer Output Microfilm -

Hard copies of the NBS Capital Equipment Re-
ports are produced monthly, accumulated for
 
three (3) months, and then microfilmed via
 
computer. After the COM is produced, the hard 
copy is destroyed and the'microfilm is re-
tained.
 

The	 original COM is stored in a safe in the 
Accounting Division offices. A copy is re-
tained by Supply Division for reference purposes. 

Both the original and the copy may be destroyed

at the end of 9~ years.
 

Procurement -
Contract, requisition, purchase order, lease and
 
bond 2nd surety records, including correspondence

and related papers pertaining to award, administ~a-
tion, receipt, inspection, and paywent. L
 
1.	 Procurement or purchuse org. copy and relat1ed 

papers. /0. "." . a.	 Transactions of more than $2fs99. Dispose
6 years after fin~J~~~,ent.

b.	 T:cansactions o f. $ ~/~ 'Jr less. Dispose
3 years after final pay--ment. 

LI 
IG-6~41S-1 c."O 
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7. I
,NO. _ 

(\'IITII 

8. D[SCR!PTlC'l OF ITE~A 

INCLUSI,,'E D,\TLS OR RlTE'HlGH P:F.10DS) 

---------------_. -

9. 
SA','?LE OR 

J08 «o, 

ACCOUNTING RECORDS 

Administrative 

37.	 Administrative correspondence, reports and Jata 
relating to voucher preparation, administrative 
audit and to other accounting and disbursing
operationso EXCEPT as otherwise provided in the 
following schedule for Accounting program re-
cords. 

a.	 Files used for workload and personnel
management purposes. Dispose after 2 
years. 

b.	 All other files. Dispose after 4 years. 

Quarterly History (individual earnings by
I q u.rr t.er , by di vi sion) . Records Office trans-
f ers to ~PRC, St. Louis, No. and they are to 
be disposed of 56 years ef+e.r date of lastII entry. 

'J9.	 iOut Folders (Personnel folder of separated
i employee). RecorGs Office t.ren sf ers to \';:\iRC, 
I S'uit Le.n d ,;Md., after audi t; by (CZlOor after
I 3 yrs., ';,~lic:-:cvere arLi.er , WNRC destroysis when 
i 10 years old. 

00.	 IT&A C2rd for separated effiployees. Records 
.Office	 trcDsfers to NPRC, St. Louis, 1'-10. after 

audit by GAO or after 3 yrs., whichever is 
earlier. NPRC destroys when 10 years old. 

,) 1. 0	 T&A Card for Active employees. Records Office 
transfers to lillRC,Suitland, Md. after audit 
by GI·.o or after 3 yrs., whichever is earlier. 
They are destroyed after 10 years old.I 

~)/. . !Authorization Card and Record of allotment. 
Dispose when bond allotment is cancelled or 
changed. 

o s •	 I Bond Listings. Hay be disposed of after 4 years," 
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REQUES'l' FO~ AUTHORITY TO DISPOSE OF RECORDS-Continuation Sheet 

9. 

II7	 8. OCSCRIf'TlOII OF ITE~ SA~,'PLE OR 
JOI3 NO. ••. ".;~_	 __ __ ._ ._ .. _. __ ._~"iJTH I~ClUSI';E DATES OR RE"T!'~,ION PmIODS) 

U4.	 Application for Leave SF 71. Dispose after
 
audit by GAO or after 3 years, whichever is
 
earlier.
 

J.(J 5 •	 Application for Leave SF 1150 (leave transcript)
 
taken immf?oiatelv prior to separation. Filed
 
in "mployee' s Porsonne Lv Fo Lde r .
 

106.	 Notifications of personnel action, exclusive of
 
those in Official Personnel Folders.
 

a.	 Payor fiscal copy. Dispose after GAO audit 
or after 3 yrs., whichever is earlier. 

b.	 Chrono file copies. Dispose after 2 years. 

c. All	 other copies •. Dispose after 1 year. 

107.	 Quarterly Federal Tax Returns. Destroy when
 
GAO audit has been completed or after 3 years,

whichever is earlier.
 

',108. Vii. Statements (W-2). Disposethholding after 
4 years. 

-109. ,Wi thhold i.ng tax exemption certi ficates (\{-4).

Dispose 4 years after card is superseded or
II obsolete. ,_ 

110.	 Reports of insurance d~ductions and related
 
Ipap~rs including copie~ of vouch2rs and schedule
 
10f payment. Dispose aft~r 4 years.
 

1.11.	 l.Retire;;1entTransactions and Separations. Dispos ~
 
Iwhen GjJ..O for the f o L'low i nq fiscal year
audit is
Icorr.p or after 4 years, whichever is earl i.or. Lcte 

l?. !Neli1orcmdumcopies of payrolls, check lists and
 
related co rt Lr Lce t i on sheets; and Memorandum
 
copies of discal schedules involved in payroll

processing. Dispose after audit by GAO or
 
after 3 years, whichever is earlier.
 

'Payroll control registers. (and 
I;Payroll change slips. Dispose after audit by
!CAO or after 3 years, wh i.c'he isve r	 earlier. 

P:lgc _ 

of 1':1,,<'.'; 

10.
 
ACTle:1 T,'KEN
 

WIJHDHAWU 

W\THDBAW~ 

W1HiDHAWN 

WITHDRAWN 

~mlDBAWN 

----- _._----_. -- ---_._- - ... ---
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SA~,~?LEOR
{WiTH !;-"CLL:SI-.. E DJ\T::'5 OK Rl T!:.:lTF)~~PERIODS)	 ACTIOrt Ti\KENI'. 7.	 JOB ;10, 

liL)' ~~~_ __ __ _ _ 

W1IHDBAwrt114.	 Voucher and Schedule of Payments. Destroy

4 years after period covered by account.
 

115.	 Labor Distr-ibution Cor-rections. Destroy when
 
IGAO audit for the following fiscal year is
 
IcomPletc, or-when 3 years old, whichever is earl'er.
 

116.	 Advance of Funds, Application and Account for. 
Re oords Of fice transfer-s to FRC whe n GAO audit rllIHDBAWN 
for the following fiscal year is complete. or wh n3 yrs.	 old whichever is earlier. Review every 5 yrs. 

117.	 Bills for Collection. Destroy 4 years after WHHDRAWrtperiod	 covered by account. 

118.	 Cost Reimbursement Contract Folder. Destroy WITHDBA.WJ 
after 10 years. 

U.9.	 Cost Reimbursement Type Contacts (R&D). Records
 
office transfers to FRC after obtaining approval

from GAO. or when 3 years old, whichever is
 
earlier. Review every 5 years.


,Numbered Contract. Includes Invitation, Bid and 
WllliDRAWijAward, 2nd Construction Contract. Records Offic
 

transfers to t'RC when GAO audit for the followin
 
fiscal year is complete. or when 3 yrs. old,

wh i ohe ve r- is earlier. Review ever 5 yrs.
 

1.21.	 Batch Control. Destroy GP,O aur1it for the-r... .hcn 
followina fiscal year ie complete. or when 3 

,YCdCS old, wh i che ve r is c ar LLe.r , 
WI I IiD_1.22.	 ,II:J.VOiCC Card File. Destroy 10 yearsRe oo i.ve d


I af cer Lo112°] ast ac t tv i ty.
 

IDeposits, Certificate of. Destroy 4 years after WllliDBAWrt 
'period covered by account. I 
Icash Jour-nal. Destroy 4 years after per-iod cove ed 
'by account. 

, 
) ,-

.J •	 Detail of Projects 'I're n sact.Lori s , Destroy when 
WIJHDllAWN,GAO audit for- the following fiscal year- is
 

i oo.np le Le or- when 3 years old, whichever is
 
: e ar L'i c r ,
 

I Al Lo Lme n t; Ledger. Destroy 10 years after close WllHDRAW~ 
jOf ofiscal ye3r involved. 

I	 ---------------~ 

http:WITHDBA.WJ
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9. 

I 
10. S. l'['{:PIPTIC,l OF ITG! '· 

S,\"PLE OR1. ACTIO:, TAKENlWljH I~CLt:~I\E CAT[s OR Rt.I:":dL)~4 P[R10DS) JOB r.o.,['il no. 
~----~--

n. 

. ')8. 

')9. 

1.30. 

rs i , 

_132. 

.1."33. 

1'34. 

1"35. 

1"36. 

137. 

1.18. 

1.39. 

_ 

Limitation Ledger. Destroy 10 years after close 
of fiscal year involved. 

General Ledger. Destroy 10 years after close 
lof fiscal year involved. 

\Real Property Subsidiary Ledger. Retain for 
20 years from date and review for possible
destruction. 

Nonexpenditure Transfer Authorizations. Destroy
4 years after period covered by account. 

Purchase Order. Includes receiving and inspecti'n
reports and reservation cost folder. Records 
Office transfers to FRC when GAO audit for the 
following fiscal year is complete or after 3 
years, whichever is earlier. Review for disposa
6 years after final payment. 

Vendor's Invoice. Records Office transfers to F C 
when GAO audit for the following fiscal year is 
complete or after 3 years, wh i.c'he isve r e arLf er , 
Review for disposal 6 years after final pa~ru~nt• 

Accounting Data. Destroy 10 years after close 
lof fiscal year involved. 

Iproject l,utchorization. 'Destroy when audit for 
Ithe following fiscal yea:- is complete. 

IBills Issued Register. Destroy 4 years after 
reriod covered by account. . 

,Consolidation of Daily Batch Control into weekly
Itotals. Destroy when G.i\Oaudit for the followin 
ifiscal year is complete or after 3 years, which-
ever is earlier. 

~eport of Agent Cashier Accountability. Destroy
4 years after period covered by the report.
I ,Budg,=tStatus. Destroy 4 years after period
'covered by the report.
IIPrinting and Binding Requisition Records Offic0 

;trcnsfers to FRC whe n GAO audit for the fo110wind 

f_~s_c_,?~__ _}_:?--.5?~~2..1_et.~_?.E._~ft_~_~lY~3E~-y~_i3._~ whicb.::.L 

WIIHDBA\'IN 

¥/iJHDBA\'IN 

WOHDBA~nL 

WIJHDBAWOl 

t1IDlDBAW& 
_ 

_ 
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ever is earlier. 
disposrll. 

Review 3 years later for 

5/\','1'1 E OR
JOd 1<0_ 

9. 10. 
ACTIO:-l rA,:[N 

i). Purchase R~quisition. Including open end 
contract, petty cash purchases and charge ac-

Icounts .. Records office ~rans~ers to FRC wl~n 
'I Gi\O dLl(h t for the f o Llow i.nq f i scal. year is 
complete or dfter 3 years, whichever is earlier. 
Review for disposal 6 years after final payment. 

1 1_ • Apportionment (SF 132) 
Canceled Che ck s 
Collections 
Re3pportionment
Voucher Deductions 

D::;si:royabove 
the schedule. 

4 years after period covered by 

.1.2. 

41. 

Unliqlli~ated Obligations. Destroy all schedules 
except tbe June 30 schedule when the GAO audit 
for the following fiscal year is complete. 

I 
Destroy the June 30 schedules aft.er 10 years. 

Appropriation, Fund and Receipt Transactions. 
Destroy 4 years after period covered by the 
statement. 

'114. I 
PL-Oj,:':ctSUlr.maryStatc:nent. Destroy all reports

I(~}':(:t:;;pttGC June 30 roport. when the Gf'..o audi t fori 
I th:; "oJ Lowing fiscal year is oomp Let e , D2stroy I 
the::...JUDe30 report after-lO years. 

WlTHDBAWt4 

4'3. Su.nm.ar y Statement of 'Projects. Destroy when 
GAO audit [or the following fiscal year is 
complete, or after 3 years, whichever is earlier 

",,...0. Transactions,
4 years after 

(domrstic and 
period covered 

foreign). Destroy
by the statement. 

: '7 • ITransportation Request (copy). Destroy 3 years
lafter period covered by related account. 

:Travel Order Folder. Destroy after 10 years_
!following GAO concurrence. 

---- -- ------ --------_.- ---- --------------- - --- -- - - --- -
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149.	 Und ishurs(-d Appropriation Account. Destroy

4 years after period covered by the account.
 

correction of Errors, Voucher and Schedule toJ50.	 WUHDBAWtleffect. Destroy 4 years after period covered 
by the	 voucher. 

1, S1.	 Journal. (SF 19l7G). Destroy 4 years, fter
 
period covered by voucher~
 

Payment, Voucher and Schedule of (copy). Destro WIJjiIlRAwtt 
4 years after period covered by voucher. 

1'j 3.	 Transfer between Appropriation abd/or Funds,

Voucher for. Destroy 4 years after period

covered by account~
 

154.	 Transportation Charges, Public Voucher for.After payment

Transfer to GAO for audit. (Memo copy is destroyed
when GAO aud i t for f oLl ow inq Yf' is complete or 'af t.er' 
3 years, Hhi.chever is earlier. lS5.	 U. S. Government Bill of Lading (SF 1103). After
 
pay~ent, Transfer to GAO for audito
 

(Memorondum Copy is to be destroyed after 10 
years. ) 

156.	 Voucher and Schedule of Withdrawals and Credit.
 
Destroy 4 years after period covered by voucher.
 

" 
157. l'l--pL·opl_-i.ai:ion " Destroy 4 years after	 IJIHDBAWNWorrants.
 

period covered by warrant.
 

58.	 I Pr.·oC-lln~JL'l:mt Files, consisting of formal contract
 
or 2qreer;eJ:t~.w~ ~h uni versi ties, commercial con-

cern.:;c;no lnolvlouals for R&D work and related
I papers.


a.	 Transactions of more than $2,500. Dispose
6 years after final payment. 

b.	 Transactions of $2,500 or less. Dispose
3 years after final payment. 

APP1~VED :M/ct~~;;~~:1t)/~t~:1
J5~~rUue of C6:m:nerce	 OhlCRecords r1anagement 

at(	 ~~~--~ 

_. I.-h-.~.~	 •.r~•.laJ:2.~.A('~-~ 
Tour C'c~::;:s, in-:.lcc..;:.'!.~i~;iZ1al, to !:.C sul.rniHcd to the l'ia!ionol F. cl. 




